
1 

Revised 4/29/2021 

CompFile ï Release 3 External User Manual 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



2 

Revised 4/29/2021 

 

Table of Contents 

LEGACY CASES VS COMPFILE CASES ............................................................................................................. 4 

WHAT IS A ñLEGACY CASE?ò ..................................................................................................................................... 4 
LEGACY CASE VERSUS INACTIVE CASE ..................................................................................................................... 5 

SETTLEMENT CONTRACTS  ................................................................................................................................. 6 

WHATôS NEW IN SETTLEMENTS IN RELEASE 3 ......................................................................................................... 6 
PRO SE SETTLEMENTS IN COMPFILE  ...................................................................................................................... 11 
STARTING A PRO SE SETTLEMENT CONTRACT IN COMPFILE  ............................................................................... 11 
CASE AND ACCIDENT  INFORMATION AND  TERMS .................................................................................................. 12 
SETTLEMENT DOCUMENTS ....................................................................................................................................... 12 

APPLICATIONS AND CASE CREATION  .......................................................................................................... 17 

INITIATE APPLICATION  ............................................................................................................................................. 17 
APPLICATION INFORMATION .................................................................................................................................... 18 
EMPLOYEE INFORMATION  ........................................................................................................................................ 20 
ACCIDENT /INJURY INFORMATION  ........................................................................................................................... 20 
APPLICATION DOCUMENTS ...................................................................................................................................... 22 
ADD SIGNATUR ES AND SUBMIT TO IWCC  ............................................................................................................... 23 
E-SIGNATURE  ............................................................................................................................................................ 24 
INITIATE AMENDED APPLICATION  ........................................................................................................................... 25 

CLAIM A CASE  ....................................................................................................................................................... 26 

CASE CLAIM DETAILS  ............................................................................................................................................... 27 
APPEARANCE L IST (ADD ATTORNEYS) .................................................................................................................... 28 
ADD ............................................................................................................................................................................. 28 
REMOVE  ..................................................................................................................................................................... 30 
CONFIRM AND RETURN TO CASES ........................................................................................................................... 31 

HOW LAW FIRM ADMINISTRATORS VIEW AND TRACK THE LAW FIRMôS CASES IN COMPFILE

 .................................................................................................................................................................................... 32 

ASSIGNING AND REASSIGNING ATTORNEYS WITHIN THE LAW FIRM  ................................................................... 33 

INFORMATION ABOUT MY CASE  .................................................................................................................... 35 

NOTICE OF CASE ASSIGNMENT ................................................................................................................................ 35 
SEARCHING FOR CASE INFORMATION  ..................................................................................................................... 35 



3 

Revised 4/29/2021 

ARBITRATION EVENTS .............................................................................................................................................. 36 
REVIEW CALL EVENTS ............................................................................................................................................. 37 
SETTLEMENTS  ............................................................................................................................................................ 38 
DECISIONS .................................................................................................................................................................. 38 
APPLICATIONS  ........................................................................................................................................................... 39 
MOTIONS AND OTHER FILINGS  ................................................................................................................................ 39 
INITIATE FILING  ........................................................................................................................................................ 41 
STATUS/REVIEW CALL (NOTICE OF MOTION ) ........................................................................................................ 43 
ADD FILING DOCUMENTS AND SUBMIT TO IWCC  .................................................................................................. 44 
DOCKETING MOTIONS AND PETITIONS IN COMPFILE  ........................................................................................... 46 
RESULT OF A FILING  ................................................................................................................................................. 46 
DOCKETING OF FILINGS  ........................................................................................................................................... 47 

HOW TO DOCKE T AN ARBITRATION MOTION OR PETITION  ............................................................... 47 

HOW TO DOCKET A REVIEW MOTION OR PETITION  .............................................................................................. 48 
FILINGS THAT ARE NOT DOCKETED  ....................................................................................................................... 48 
PETITIONS FOR REVIEW  ........................................................................................................................................... 48 

TRANSCRIPTS ........................................................................................................................................................ 54 

FILING A TRANSCRIPT AUTHENTICATION  ............................................................................................................... 54 

CALL SHEETS  ......................................................................................................................................................... 58 

VIEWING CALL SHEETS ............................................................................................................................................ 58 
TYPES OF CALL SHEETS ............................................................................................................................................ 60 
SEQUENCE NUMBERING  ............................................................................................................................................ 61 
EXPORTING CALL SHEETS TO M ICROSOFT EXCEL AND PDF ................................................................................ 61 
 

 
  



4 

Revised 4/29/2021 

Legacy Cases vs CompFile Cases 

 

What is a ñLegacy Case?ò  

A ñlegacy caseò is a case in which the Application for Adjustment of Claim was originally filed on paper. 

After CompFile Release 3 goes live on April 21, 2021, all case filings and updates will occur in CompFile. 

In CompFile, you can view information about cases that were open on April 21, 2021, and/or cases that 

were filed after April 21, 2021. You can continue to view, however, information about legacy cases on 

the IWCCôs website by clicking the ñIWCC Case Status Informationò button on the homepage.   

 

  
 

When you click the ñIWCC Case Status Informationò button, you can search for a case by case number, 

petitionerôs name, or respondentôs name. The ñCase Docket Searchò provides general information about 

workersô compensation cases, such as case status, the parties, the assigned Arbitrator or Commissioner, 

consolidations, motions, petitions for review, and settlement contracts.  

 

CompFile will provide similar details about case activity that occurs after CompFile Release 3 goes live 

on April 21, 2021. Any details about activities that occurred prior to CompFile will still  appear in the 

former version of the Case Docket Search on the IWCCôs website.   

 

Some features about legacy cases to keep in mind: 

1. Historical information about legacy cases is available in the former version of the Case Docket 

Search. 

2. If case activity occurs after CompFile Release 3 goes live April 21, 2021, this activity will 

NOT appear in the former version of the Case Docket Search but, instead, will  appear in CompFile.  
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Description In CompFile In Case Docket Search 

Example Scenario: The legacy case, 

19WC099888, is an active case on the 

status call in ñContinued at 

Arbitrationò status when CompFile 

goes live on April 21, 2021. After 

CompFile Release 3 goes live, a 

settlement contract is approved in this 

case.   

Information about the  

settlement contract will 

only appear in 

CompFile. 

The former version of the 

Case Docket Search will 

NOT contain information 

about the settlement 

contract or any other 

activity in the case that 

occurred after April 21, 

2021. 

If a legacy case is inactive when 

CompFile Release 3 goes live, but later 

becomes active, all new activity will 

appear in CompFile. New activity that 

occurred after April 21, 2021, will not 

appear in the former version of the 

Case Docket Search.  For example, the 

legacy case, 18WC099888, is an 

inactive case in ñDecision Issuedò 

status when CompFile Release 3 goes 

live on April 21, 2021. After CompFile 

Release 3 goes live, a Petition for 

Review under Sect. 19(h) or 8(a) is 

filed, and the case is docketed for a 

review call.  

Information about the 

petition will only appear 

in CompFile. 

The former version of the 

Case Docket Search 

accessible on the IWCCôs 

website will NOT contain 

the latest information 

about the case. 

Application for Adjustment of Claim is 

filed in CompFile after April 21, 2021. 

Information about this 

case will ONLY appear 

in CompFile. 

No record of this case will 

appear in the former 

version of the Case Docket 

Search. 

  

Legacy Case versus Inactive Case 

A legacy case is a case in which the Application for Adjustment of Claim was originally filed on paper.  

 

An ñinactive caseò is 1) a case that was dismissed, 2) a case in which a final decision was issued, or 3) a 

case in which a settlement contract was approved. 

  

There are a few guiding principles to consider when using CompFile to work with both legacy cases and 

inactive cases. 

 

A. All Legacy Cases must be ñclaimedò in CompFile before submitting any new filing in the case. 

¶ By definition, only legacy cases can be claimed. 

¶ In other words, if the case was filed prior to April 21, 2021, it was created prior to CompFile 

and must be claimed before submitting a new filing in the case. 

B. If a legacy case is inactive when CompFile Release 3 goes live on April 21, 2021, it must be 

activated prior to being claimed in CompFile.  
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¶ If you need to make a filing in an Inactive Case, you must contact CompFile Support 

at wcc.compfile@illinois.gov for assistance with activating the case.  Once activated, 

you can claim the legacy case and proceed with the needed filing. For example: 

Prior to CompFile Release 3 going live on April 21, 2021, an Arbitrator issued a 

final decision in a case and the case became inactive. Several months later, a 

Petition for Review under Sect. 19(h) or 8(a) needs to be filed in the case.  The 

attorney needs to claim this legacy case before making a filing. Because the case 

is inactive, the attorney must first contact wcc.compfile@illinois.gov to activate 

the case. Then the attorney can claim the case and make the filing.  

C. If you filed an appearance in a legacy case, you do not need to file an appearance in CompFile.  

¶ Your contact information in the legacy case will be updated during the case claiming process.  

¶ Once the case is claimed, your appearance will be confirmed in CompFile, and you can make 

filings in the case.  

¶ If you appeared in a legacy case which is now inactive, the case must be activated as outlined 

above before claiming the case.  

D. If you did not file an appearance in a legacy case, you must file the appearance in CompFile.  

¶ You must first claim the case before you file the appearance.  

¶ When you claim the case, do not add yourself during the claiming process.  Instead, add 

the other attorney(s). Complete the case claiming process and then immediately file the 

appearance. 

¶ If you need to file an appearance in an inactive case, you must contact CompFile Support 

at wcc.compfile@illinois.gov for assistance with activating the case. Once activated, you 

can claim the legacy case and immediately thereafter file the appearance and proceed with 

the litigation. 

Settlement Contracts 
 

Whatôs New in Settlements in Release 3 

The initial electronic filings made in CompFile were limited to settlement contracts. Starting on April 21, 

2021, all case filings must be made electronically in CompFile. Improvements were also made to the 

electronic settlements process: 

  

A. Pro se settlement contracts will now be submitted in CompFile.  
¶ You can submit the contract for approval prior to receiving a case number.  

¶ Immediately upon submission, a case number and arbitrator will be assigned to the case.  

¶ You are still required to contact the Arbitrator outside of CompFile to schedule a virtual hearing.  

  

mailto:wcc.compfile@illinois.gov
mailto:wcc.compfile@illinois.gov
mailto:wcc.compfile@illinois.gov
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B. Pre-population with known case information   
¶ You no longer need to input the name of the Arbitrator when drafting a settlement contract. 

¶ When you input the case number, known information about the case assignment populates on the 

contract.  

¶ You can also choose to pre-populate case information, which may assist you with drafting the 

contract. 

o Note: Do not use the prepopulate function if the case was created prior to CompFile because 

the case information may not be updated. 
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C. Automatic Assignment to a Commissioner  

¶ When a settlement occurs in a case that is no longer in arbitration, the settlement contract must be 

reviewed by a Commissioner.  

¶ If the case is not yet assigned to a Commissioner, select ñYesò to the ñDo you need a Commissioner 

assigned to the case that is being settled?ò question when initiating the contract in CompFile. 

¶ If the case is already on review and assigned to a Commissioner, select ñNoò to the question, and the 

contract will be routed to that Commissioner for review. 

  

  

 
D. Updating the petitionerôs signature date  

¶ When the petitionerôs signature date needs to be updated, the petitioner attorney (or the respondent 

attorney if it is a pro se settlement) can click the down arrow next to the petitionerôs name in the 

Signature Table and select the ñUpdateò option to update the date. (In ñDraftò status, if the 

petitionerôs signature and signature date was added via the ñSignature on Fileò option, the petitioner 

must be removed before edits can be made to the settlement contact.) 

¶ Once a settlement contract is submitted to the IWCC for approval, the information in the contract 

cannot be changed. 

o Note:  The Arbitrator or Commissioner reviewing the contract may choose to return the 

contract for changes, in which case changes can be made and the signatures updated. 

 

E. Deleting a settlement contract prior to submission to the IWCC  

¶ The drafter can delete a contract in ñDraftò or ñReturned by Attorneyò status. 

¶ If the contract is in the ñRouted for Signaturesò status, the drafter can click the ñChanges Neededò 

button to get the contract into ñReturned by Attorneyò status so that it can be deleted. 

¶ This allows a drafter to start over with a draft contract. 

 

F. Adding attorneys to the settlement contract  

¶ Attorneys must enter an appearance in a case to e-sign a settlement contract. The attorneys of record 

on the case automatically get added to the settlement contract. 

¶ If the settlement contract is on a case with no case number, the drafter can add the other attorney(s) 

to the settlement contract on the ñAdd Attorneyò screen. 
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¶ Note: The Law Firm Administrator can manage which attorney within the law firm should be 

assigned to a case (using the ñmanage assigned attorneyò function.) This allows that attorney to 

apply his or her e-signature to a settlement contract as opposed to another attorney in the law firm 

who was not involved in the settlement. 

  

G. Quickly  viewing attachments after settlement contract approval  

¶ After a contract is approved, you can quickly access the approved contract and all attachments.  

¶ The case appears in the  ñInactiveò status after approval in your list of cases. Locate the case and 

click on the case number to view all details of the case, including the approved contract and 

attachments. 

¶ Note: you can also view the attachments from the list of settlements by selecting the ñView 

Documentsò option.  

 

 
 

 
H. The ñInvitation Statusò column no longer appears on the Signature Table 

¶ The ñSent,ò Redeemed,ò or ñExpiredò status next to the e-signerôs name on the Signature Table 

refers to the link in the email notification that allows e-signers to register in CompFile. These 

statuses are no longer relevant once the e-signer completes registration and cause confusion on 

subsequent settlement contracts. Therefore, the ñInvitation Statusò column no longer appears on the 

Signature Table. 

 

I. For cases originally filed on paper, the case must be claimed and activated in CompFile prior to 

draft ing the settlement contract. 

¶ CompFile allows you to submit new filings on cases that were originally filed on paper (ñlegacy 

casesò). A legacy case was commenced and assigned an Arbitrator prior to CompFile. 

¶ Step 1: You must ñclaimò the case in CompFile prior to submitting the contract. During the case 

claiming process, you can review the case details and note any incorrect information (e.g., wrongly 

assigned Arbitrator or Commissioner, an incomplete listing of connected or consolidated cases, or 

a missing petitioner or respondent party). 

¶ Step 2: You must ensure that the appropriate attorneys are added when you claim the case. 

¶ Step 3: Once claimed, certain case information will be locked on the settlement contract.  

o The assigned Arbitrator or Commissioner cannot be changed. 

o If an incorrect Arbitrator or Commissioner appears on the case, contact CompFile 

Support at wcc.compfile@illinois.gov for assistance with updating the case 

jurisdiction to the correct Arbitrator or Commissioner. 

 

mailto:wcc.compfile@illinois.gov
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o The attorneys listed as appearing in the case on the settlement contract cannot be changed. 

o If one attorney in a law firm should be replaced with another attorney in the same 

firm, then the Law Firm Administrator can make this change using the ñManage 

Assigned Attorneyò function to ensure the appropriate attorney appears on the 

settlement contract. 

o If a new law firm needs to be added to the settlement contract, then an attorney from 

the law firm needs to file an appearance in the case. 

Pro Se Settlements in CompFile  

A pro se settlement contract is one in which the petitioner is not represented by an attorney. The settlement 

contract must be drafted in CompFile by the attorney for the respondent. The pro se settlement contract 

process in CompFile is very similar to standard contracts. The main difference in processing pro se contracts 

is that the IWCC requires an in-person hearing. Due to IWCC policy changes in 2020 during the COVID-

19 pandemic, these hearings can be scheduled virtually via WebEx. The virtual hearing must be set up 

directly with the Arbitrator (not scheduled in CompFile). The respondent attorney is required to follow the 

emergency special process procedures and submit the pro se contract in CompFile along with a suitable 

affidavit and other additional documentation so that the Arbitrator can assess the viability of approving the 

settlement contract via WebEx. 

 

Starting a Pro Se Settlement Contract in CompFile 

After the respondent attorney logs into CompFile, he or she clicks ñSettlementsò and then clicks ñInitiate 

Settlement" as shown in the screenshot below.  
 

 

 
 

Click ñYesò to the initial ñIs this a pro se settlement?ò question. Additional set-up questions follow: 

¶ ñYour role on the case.ò The system automatically defaults to ñRespondent Attorneyò because it is 
a pro se settlement contract. 

¶ ñDo you have a case number.ò Most pro se settlement contracts will not have a case number. You 
select ñNoò and the case will be assigned a case number and an Arbitrator upon submission to the 

IWCC. In situations when you already have a case number (in other words an application for 

adjustment of claim was filed), you select ñYesò and input the case number on the next screen. 

 

Note:  

1. You must have entered an appearance in a case that already has a case number before 

proceeding with a pro se settlement contract. 

2. If the case existed prior to the CompFile system cutover (a ñLegacy Caseò), you must 
complete the case claim process in CompFile to note your prior appearance. 

https://www2.illinois.gov/sites/iwcc/Documents/Emergency_Special_Process_Pro_Se_Settlement_Procedures-16NOV2020.pdf
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 Case and Accident Information and  Terms  

¶ The standard questions and terms are no different in a pro se settlement contract than in a standard 

contract.  

¶ The ñTotal amount of settlementò field involves only a single monetary entry. Click ñAdd Amount 

and Deductionsò and input the ñTotal amount of settlement.ò The respondent attorney will not input 

any deductions. If the pro se petitioner has agreed to some type of reduction, then put the reduced 

amount in the ñTotal amount of settlementò field and provide an explanation in the terms.  

 

 
 

Settlement Documents 

The respondent attorney must attach a PDF copy of a recent medical report. The upload process is the 

same as for any settlement contract. 

1. As mentioned earlier, the respondent attorney is required to attach additional documentation for 

the pro se settlement contract to be approved. Choose ñOther Supporting Documentationò and 

provide a name for the document you are attaching to the contract. The respondent attorney must 

follow the IWCCôs emergency special process procedures to determine what additional 

documentation must be attached to the settlement contract in CompFile. Do not contact CompFile 

support regarding these emergency special process procedures or what additional documents must 

be attached to the contract. CompFile does not govern what you are required to attach to the 

contract. 
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2. Add Respondent Attorney 

¶ If for some reason the respondent attorney who drafts the pro se settlement contract needs 

to add another respondent attorney, he or she can add the second attorney on this screen. 

Note: If a case is already created (an application for adjustment of claim was filed), then the second 

attorney must enter an appearance on that case in CompFile before being added to the settlement 

contract.  

3. Respondentôs Insurance or Service Company 

¶ If you want to add an insurance or service company representative as a signer on the pro se 

settlement contract, you answer ñYesò and add the representativeôs name and email address. 

¶ Once the contract is ready, you would route it for the representativeôs e-signature.  

4. Add Petitioner 

Adding the petitioner is the main difference between the standard settlement contract and the pro 

se settlement contract. 

Step 1: Determine how the pro se petitioner will sign the contract.  

¶ Like standard contracts, the petitioner can either e-sign the contract, or the drafter 

can use signature on file.  

¶ If you select ñE-Signature,ò then the petitioner will receive the contract 

immediately when you click ñRoute for Signaturesò on the final screen.  

¶ If you select ñSignature on File,ò obtain the petitionerôs signature outside 

of CompFile and input the date of the signature in CompFile.  

Step 2: Collect the petitionerôs signature  

¶ If you select ñE-Signature,ò input the petitionerôs email address and click ñRoute 

for Signaturesò on the final screen.  



14 

Revised 4/29/2021 

 
 

¶ If you select ñSignature on File,ò then you follow the process below.   

¶ Print the contract for collecting the petitionerôs signature.  

¶ Next, click ñSave & Exitò while you are collecting the signature.  

¶ Once the signature is collected, return to this screen, input the date of the 

signature, and proceed with finalizing the contract, as shown in the following 

screenshot.  
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Step 3:  Add a comment about the pro se settlement contract. 

¶ In the final step before submission, the drafter can add a comment to the Arbitrator 

about the contract.  

¶ On the ñPrepare Submission Informationò screen, click ñAdd Commentò to 

include a comment that notifies the Arbitrator that this is a pro se settlement 

contract; for example: Pro Se Settlement Contract.  

 

 
 

Step 4: The attorney e-signs and submits the contract for approval.  

¶ If you used ñE-Signatureò for the petitioner, check on the ñRoute for Signatures 

and Submit to IWCCò screen for a date in the ñDate Signedò column next to the 

petitionerôs name to confirm the petitioner has signed the contract.   

¶ The final step is for the respondent attorney to add his or her e-signature and 

submit to the IWCC.   

Step 5: Schedule the hearing  

¶ Immediately upon submitting the contract to the IWCC, the respondent attorney 

will be notified of the assigned case number and Arbitrator.  
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Á The respondent attorney must contact the Arbitrator directly (outside of 

CompFile) to schedule a time for the virtual hearing. 

Step 6: Attend the hearing 

¶ At the virtual hearing, the Arbitrator reviews the submitted contract with the 

parties.  

¶ If any changes are required, the Arbitrator can return the contract to the respondent 

attorney to make the necessary changes, get updated signatures, and re-submit the 

contract for approval. 

¶ Depending on the circumstances, the Arbitrator may require a second hearing.  

Step 7: Deliver the approved, stamped contract.  

¶ Once the Arbitrator concludes the hearing and agrees to approve the contract, 

the Arbitrator approves the contract in CompFile and adds his or her approval 

stamp.  

¶ The respondent attorney receives the approved contract and is responsible for 

delivering a copy of the approved, stamped contract to the pro se petitioner as well 

as the settlement proceeds.  

  

The following common scenarios explain the signature process: 

Scenario 1: Signature on File   

¶ This scenario involves the respondent attorney collecting the petitionerôs signature 

directly, outside of CompFile.  

¶ In advance of the hearing, the respondent attorney agrees to terms with the pro se 

petitioner and inputs the agreed upon terms into CompFile.  

¶ At the ñAdd Petitionerò screen, the respondent attorney prints the contract, 

clicks ñSave & Exit,ò and then proceeds to collect the petitionerôs signature.  

¶ Option: schedule a meeting with the petitioner and collect the signature  

¶ Option: deliver the contract to the petitioner for his or her signature  

¶ Option: use e-signing software (e.g., DocuSign) to collect the signature  

¶ Once the signature is collected, the respondent attorney returns to 

CompFile, opens the draft contract, and inputs the date of the petitionerôs 

signature on the ñAdd Petitionerò screen.  

¶ The respondent attorney then completes the draft, adds his or her signature, and 

submits the settlement contract to the IWCC, after which the respondent can 
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now see the assigned case number and Arbitrator on his or her list of settlements. 

The respondent attorney then contacts the assigned Arbitrator to schedule the 

hearing. 

¶ The respondent attorney and pro se petitioner must attend the hearing and review 

the settlement contract with the Arbitrator.  

¶ After the Arbitrator approves the contract in CompFile, the respondent attorney 

can log on and print the stamped version and deliver the stamped version to the 

pro se petitioner. 

Scenario 2: Signature on File ï Applying Edits 

¶ After the pro se petitioner receives and reviews the draft contract, the respondent 

attorney may need to make changes to the contract. 

¶ Similarly, the Arbitrator might recommend changes at the time of the hearing. 

¶ If the pro se petitioner requests changes, the respondent attorney needs to click 

ñChanges Neededò on the draft in CompFile, revise the contract, collect new 

signatures, and submit the contract for approval. 

¶ If the Arbitrator requests changes, the Arbitrator returns the contract to the 

respondent attorney, who can make revisions, collect new signatures, and re-

submit for approval. 

  Note: The Arbitrator may require a second hearing after re-submission. 

Scenario 3: E-Signature Option 

¶ The ñE-Signatureò option for the pro-se petitioner is similar to the ñSignature on 

Fileò option, except that the respondent attorney needs to collect the pro 

se petitionerôs email address.  

¶ When the respondent attorney gets to the ñAdd Petitionerò screen, he or 

she inputs the email address.  

¶ The respondent attorney completes the drafting process and clicks ñRoute 

for Signatures.ò  

¶ The petitioner receives an email and can create an account and password in 

CompFile to add an e-signature to the contract.  

¶ The respondent attorney then returns to the draft, adds his or her own e-

signature, and clicks ñSubmit to IWCC for Approval.ò  

¶ Once submitted, the respondent attorney can return to the list of settlements, see 

the assigned case number Arbitrator, and contact the assigned Arbitrator to 

schedule the hearing.  

 Note: If any changes are required to the contract, the respondent attorney needs to click 

ñChanges Neededò and update the draft contract, collect the pro se petitionerôs e-signature again 

(the petitioner logs back into CompFile using the previously created account after being 

prompted by a new email), and re-submit for approval.  

Applications and Case Creation 
 

Initiate Application   

From the ñApplicationsò screen, you can start a new Application for Adjustment of Claim by clicking the 

ñInitiate Applicationò button.  When you click the ñInitiate Applicationò button, you are taken to a new 

screen that contains the identifying information for the case. You must identify whether the Workersô 
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Compensation Act or Occupational Diseases Act applies to the case and indicate if it is a fatal case.  

Finally, you must identify the geographical location of the accident or last exposure.  

  

You will  also notice there is a red asterisk (* ) next to the ñDate of deathò field in the screenshot.  A red 

asterisk (*) signifies a mandatory field.  In the screenshot below, the ñDate of deathò field becomes 

mandatory only if you select the ñYesò option to the ñFatal case?ò question.  You can proceed to the next 

screen after completing all mandatory fields.   

 

 

Application Information  

The next screen and fields in the electronic application closely mimic the paper application (ñForm IC1ò). 

 

Employee/Petitioner 
 

In the ñEmployee/Petitionerò section, you must identify the employee/petitioner filing the application.  In 

most cases, the injured employee files the application and is referred to as the petitioner. To add the 

petitioner, click the ñAdd Petitionerò button, enter the petitionerôs first and last name, and click the 

ñSubmitò button.  You must then enter the employee/petitionerôs address.  If the injury was fatal, or if the 

worker is a minor or incapacitated, another person (as allowed by law) may file the application.  In those 

cases, the person filing the application is the petitioner, and the worker is referred to as the injured 

employee.    

    

You can name multiple petitioners on the application.  For example, if the injury was fatal, the application 

may list all the eligible surviving relatives and dependents of the deceased employee.  Repeat the steps 

above to add multiple petitioners.  You can enter parenthetical information that identifies the individual 

in the ñEmployee/Petitioner Other Additional Informationò field.  If you make a mistake adding a 
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petitioner, you can remove him or her by clicking the down arrow at the end of the row (which is circled 

in red below) and selecting the ñRemoveò option.  
 

Note:  The first petitioner added to the application displays a ñYesò under the ñList Firstò column of the 

Employee/Petitioner Table.  There are two purposes for the ñList Firstò designation.  First, the name of 

the petitioner marked as ñList Firstò gets displayed in the case name once the application is submitted to 

the IWCC.  Second, the ñList Firstò petitioner gets added to the Signature Table for the electronic 

application.  This ñList Firstò petitioner must sign the application using either the ñE-Signò or ñSignature 

on Fileò option.    
 

  

  

In the ñEmployer/Respondentò section, you identify the employer and/or any other parties that may be 

liable to pay compensation.  To add an employer/respondent, click the ñAdd Employer/Respondentò 

button, enter its name and address, and click the ñSubmitò button.  You can name multiple respondents on 

the application.  For example, multiple respondents are often named in cases involving a joint venture, 

loaning and borrowing employers, and dual employment with two or more independent employers. Repeat 

the steps above to add multiple respondents.  You can enter parenthetical information that identifies the 

employer or any other parties in the ñEmployer/Respondent Other Additional Informationò field.      
  
Note:  The first respondent added to the application displays a ñYesò under the ñList Firstò column of the 

Employer/Respondent Table.  Similar to the ñList Firstò designation for petitioner, the name of the 

respondent marked as ñList Firstò gets displayed in the case name once the application is submitted to the 

IWCC. 
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Employee Information   

The ñEmployee Informationò section covers the employeeôs personal information, such as gender, marital 

status, dependents under age 18, birthdate, and average weekly wage.  The electronic application screens 

contain a combination of radio buttons (ñYes/Noò answers), drop-down menus (as shown by the down 

arrow next to the ñMarital statusò field), and pop-up calendars for selecting dates (as shown by the 

calendar icon next to the ñBirthdateò field) for your convenience. The electronic application screens also 

contain ñNotesò fields.  By adding the ñNotesò fields, the IWCC has provided a way for you to include 

additional information or statements that you want to communicate to the IWCC.  
  

  

Accident/Injury Informatio n 

The ñAccident/Injury Informationò section covers information about the injured employeeôs accident and 

injury. The fields in this section closely resemble those found on the paper Form IC1. Again, any 

mandatory fields are marked with a red asterisk (*).  There are also character limits on certain fields in 

the electronic application. For example, the ñHow did the accident occur?ò field has a limit of 500 

characters, which includes spaces and punctuation.  Once you reach the character limit, you cannot type 

any additional information into that specific field. 
  

    
  




















































































